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SYNOPSIS  

On November 30, 2010 a group of government and industry executives 
participated in a workshop to identify a list of best practices that will serve to: 
 

 Positively affect the US federal procurement process so that our 
government can be more effective in buying what it needs; 

 
 Reduce the number of solicitations that result in no bids or end up with 

multiple extensions due to large numbers and multiple rounds of questions 
from industry;  

 
 Improve the quality of the proposals received by the government; and 

 
 Improve the services and solutions provided by industry to better support 

the government’s mission.  

The following document summarizes the results of the workshop discussions. The 
recommendations are provided in the form of the “Top 10” lists which include: 
 
 Top 10 Best Practice DOs and DON’Ts for government in preparing IT services 

or solutions-based RFPs/RFQs and in communicating with industry between 
the market research and proposal submission time frame. 
 

 Top 10 Best Practice DOs and DON’Ts for industry in preparing questions to 
communicate, and in response to market research and RFPs/RFQs. 
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American Council for Technology-Industry Advisory Council 
 
The American Council for Technology (ACT) is a non-profit educational organization 
established in 1979 to assist government in acquiring and using information technology 
resources effectively. In 1989 ACT established the Industry Advisory Council (IAC) to provide 
a forum for government to obtain objective and vendor-neutral advice on significant IT 
issues. ACT-IAC has been described as “…a model of how government and industry can 
work together.” 
 
The American Council for Technology, in cooperation with the Industry Advisory Council, is a 
unique, public-private partnership dedicated to helping government use technology to serve 
the public. The purposes of the organization are to communicate, educate, inform and 
collaborate. ACT also works to promote the profession of public IT management. ACT and 
IAC offer a wide range of programs to accomplish these purposes. 
 
ACT and IAC welcome the participation of all public and private organizations committed to 
improving the delivery of public services through the effective and efficient use of information 
technology. For membership and other information, visit the ACT-IAC website at 
www.actgov.org. 
 

Acquisition Management Shared Interest Group 
 
The Acquisition Management SIG addresses acquisition life-cycle management topics to 
include emerging acquisition best practices, competitive sourcing, acquisition workforce 
training, and procurement and contracting alternatives. The SIG focuses on promoting dialog 
between government and industry on acquisition life-cycle management issues as well as 
provide venues and events to leverage the collective experience and expertise of ACT-IAC 
members to provide thought leadership in Acquisition related topics. 
 

Disclaimer 
 
This document has been prepared to provide information regarding a specific issue. This 
document does not – nor is it intended to – take a position on any specific course of action or 
proposal. This document does not – and is not intended to – endorse or recommend any 
specific technology, product or vendor. The views expressed in this document do not 
necessarily represent the official views of the individuals and organizations who participated 
in its development. Every effort has been made to present accurate and reliable information 
in this report. However, ACT-IAC assumes no responsibility for consequences resulting from 
the use of the information herein.  
 

Copyright 
 

©American Council for Technology, 2011. This document may be quoted, reproduced and/or 
distributed without permission provided that credit is given to the American Council for 
Technology and Industry Advisory Council. 
 

Further Information 
 
For further information, contact the American Council for Technology and Industry Advisory 
Council at (703) 208-4800 or www.actgov.org
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1. Event Background 
The ACT-IAC Acquisition Management (AM) Shared Interest Group (SIG) seeks to 
promote dialog between government and industry in acquisition-related topics as well as 
to promote innovation and best practices in the procurement of IT services and solutions. 
Both industry and government executives participate in the SIG. 

As part of its 2010 SIG activities, the AM SIG looked at new techniques to promote 
productive dialog between government and industry. In doing so, the SIG worked with the 
ACT-IAC Programs Committee to explore a new program format that would allow for a 
two-way industry/government exchange culminating in a deliverable that would help 
promote effective communications for the entire community. The resulting program titled 
“RFP Communications Workshop” was held on November 30, 2010. This was a 2 ½ hour 
interactive workshop featuring leaders in the federal government contracting community 
and IT industry.  

Event Summary 

The purpose of the RFP Communications Workshop was two-fold: 1) to provide insights 
into challenges on both sides of the procurement equation, and 2) to explore ways to 
improve the quality of procurement-related communications between government and 
industry. The event provided a platform for open discussion and idea exchange on best 
practices for procurement communications from the market research phase through 
proposal submission. The final deliverable, included below, documents the Top 10 “Dos” 
and “Don’ts” relating to communications between government and industry.  

The event was divided into three segments: 1) panel discussion, 2) facilitated working 
groups, and 3) final debrief/event summary.  

Panel Discussion:  

The workshop began with a panel discussion featuring government procurement officials 
from GSA, DOI, DHS, and HHS alongside industry business development/proposal 
executives from both large and small businesses. The program opened with remarks 
from Dan Gordon, Administrator of the Office of Federal Procurement Policy. Mr. Gordon 
highlighted the Administration’s efforts to improve IT acquisitions. As part of that effort, 
Mr. Gordon emphasized OFPP’s support for government and industry exchanges. He 
stressed the critical importance of effective and trust-based communications between 
government and industry throughout all phases of an acquisition project – from pre-
proposal communications and requirements gathering to the proposal development 
phase and continuing through project execution.  

The other government panelists followed Mr. Gordon’s comments by describing the 
internal processes and steps that are required to plan, prepare, and execute formal 
proposals from industry. Panelists identified some best practices used within their 
organizations to promote open and productive communication with industry, which 
include the following: 

 Issue pre-solicitation notices well in advance to indicate to industry of an upcoming 
opportunity 
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 Issue draft RFPs so industry can provide feedback on the proposed acquisition 
strategy  

 Conduct due diligence (or 1-on-1 sessions) with industry for complex solutions  

Following the government’s remarks, industry panelists from large, mid-size and small 
businesses, and an assisted service organization, provided their perspectives about 
communications challenges and best practices during the RFP process. 

Facilitated Working Groups 

In the next part of the event, audience members were divided into four working groups. 
Each group was facilitated by a government/industry panelist paring to ensure a “fair and 
balanced” view point. The goal for each group was to develop a Top 10 list of 
communications best practices.  

 Top 10 DO’s for Government – Lead by: Rob Coen, NIH / Carol Dunn, RedTeam 
Consulting 

 Top 10 DON’Ts for Government – Lead by: Debra Glass, DOI NBC / Naveen 
Krishnamurthy, K4 Solutions 

 Top 10 DO’s for Industry – Lead by: Steve Viar, GSA FEDSIM / Wayne Marr, CSC 
 Top 10 DON’Ts for Industry – Lead by: William Thoreen, DHS / Mary Souther, 

INDUS 
 

Final Debrief / Event Summary 

The event concluded with the collection of the written Top 10s results, in rank order. 
These results are published in this document. 

2. Recommendations 
The following lists are the captured results of the Top 10 lists as recommended by the 
Workshop participants. 

Top 10 – DO’s for the Government 

1. DO align Section L instructions to Section M evaluation criteria (Section L 
provides guidance to the topic outline for the proposal while Section M provides 
guidelines to the content; un-aligned L & M create confusion of the topic and 
content to provide in vendor proposals) 

2. DO use a procurement library/reading room to provide information access 
to all – include incumbent contract information (Share as much information as 
possible; the more information available to potential bidders, the more competition 
and better solutions the government will receive; also non-qualified vendors will 
self-select themselves out of the competition) 

3. DO use draft RFPs that include Sections C, L, & M (The majority of vendor 
questions relate to sections L & M; also, without them, vendors are unable to 
assess whether they will be able to provide a competitive bid or not, thus delaying 
bid/no-bid and teaming decision and thereby leaving less time to concentrate on 
the solution) 

4. DO have an industry day after release of the draft RFP – 45+ days prior to 
RFP if possible (Interactive industry day provides insights into the customer 
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requirements and opportunity for vendors to meet and possible form teams with 
each other; however, without L & M; there will be less meaningful questions) 

5. DO publish a schedule & post updates as they occur (Industry understands 
that procurement schedules can change, however having continuous updates on 
the status allows vendor to better plan for resource requirements, save money, 
and ultimately pass that cost savings to the government) 

6. DO allow at least a 2 week period after the final answers to questions are 
posted to allow industry to adequately address clarifications or changes in 
the RFP. (Answers to questions can have major implications to the solution, the 
teaming ,or the structure of the proposal documents; giving adequate time after 
the answers allows for more competitive proposals to be submitted) 

7. DO use Statement of Objectives (SOO) – have true objectives and not “shall 
statements”. Encourage innovation on both sides. Promote more industry 
involvement through RFIs, one-on-one market research & other techniques 
– (Technology advancements and innovations can provide viable alternatives; 
prescriptive “shall statements” prevent innovations & tend to keep things status 
quo, e.g., a contractor shall have a facility within 30 min. of the customer location 
vs. SLA of 30 min response time) 

8. DO provide a reasonable page limit requirement (If L requires detailed 
solutions to all section C requirements which is described in 15 pages then a limit 
of 5 pages for technical responses will most likely not be enough) 

9. DO permit electronic submissions (Electronic submissions allow for more time 
to generate the content and lower production costs) 

10. DO establish a realistic schedule – be mindful of major holidays (Give extra 
time for requirements released over major holidays as those are really not work 
days, e.g., if the government realistically expects the proposal should take 30 
days, an RFP release over the Christmas and New Year holidays should add an 
extra two weeks becoming a 45 day response schedule) 

 

Top 10 – DON’Ts for the Government 

1. DON’T call the procurement best value if it isn’t best value – be clear about 
the evaluation criteria (Self explanatory) 

2. DON’T provide a point of contact who doesn’t answer phone calls or emails 
(Self explanatory) 

3. DON’T close the door until the RFP is released (Communication with the 
government is key to gathering information for a company to understand the 
customer and make a bid decision) 

4. DON’T release an RFP just prior to major holidays or during traditional day 
offs (Thanksgiving, Christmas, New Year Eve releases, Friday at 5 pm releases) 

5. DON’T recycle old RFPs without technology updates & changes to the 
program & Don’t publish an RFP with sections L & M out of alignment (Hard 
to answer the mail on proposal responses when a lot of RFPs are poorly written 
and you have to attempt to cross walk L & M which are inconsistent) 
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6. DON’T ignore the implications of answers and changes on the timeline 
(Allow at least two weeks for proposal submission after Q&A posting since there 
are sometimes major implications to the response and approach) 

7. DON’T limit the information available for public use (The more information 
that industry can have the better the response the government will receive – 
exhibits, supporting documentation, historical workloads, incumbent information, 
etc.) 

8. DON’T prescribe the solution with detailed requirements (Sometimes there 
are many specified certifications or skillsets required that are out of line with the 
nature of the bid. For example, someone may want someone who is a able to 
perform a specific task which requires a specific skillset which may be a part-time 
position but Section B requires only full-time personnel to be bid) 

9. DON’T limit competition (Don’t use market research as pseudo down-select) 

10. DON’T limit to one form of media for submission (Printing proposals adds 
additional time and cost to industry; where practical, allow for electronic 
submission of proposals) 

 

Top 10 – DO’s for Industry 

1. DO communicate with all levels of the customer organization (To get a good 
understanding of the agency) 

2. DO your homework in order to provide valuable input to the customer 
(Understand the current challenges and their vision of the future) 

3. DO understand your own capabilities and decide accordingly (and 
realistically) on what to bid (Bid on deals you understand and can deliver good 
performance within the price) 

4. DO utilize information & relationships ethically and wisely (Self explanatory) 

5. DO put client interests first (Self explanatory) 

6. DO provide thought leadership (Self explanatory) 

7. DO foster long-term, trust-based relationships (Self explanatory) 

8. DO map Sections C, L, & M (Ensure compliant proposal submission) 

9. DO provide effective & meaningful questions in order to better understand 
the requirements. Highlight inconsistencies and the need for clarifications 
and corrections to the RFP documents (Clearly reference sections, page 
numbers, and specific text in the question; also refrain from compounded 
questions) 

10. DO ask for a debrief or proposal review whether you win or lose (Incorporate 
lessons learned from debrief sessions to better your future proposal responses) 

 

Top 10 – DON’Ts for Industry  

1. DON’T go around proper communication channels, violate the black-out 
period, or ask unnecessary questions (Make sure you read the entire RFP) 
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2. DON’T inflate or misrepresent your expertise or bad mouth your 
competition (Self explanatory) 

3. DON’T listen to outside instructions – follow the RFP (If advice received from 
consultants/agency employees are different from proposal instructions, follow the 
RFP instructions) 

4. DON’T annoy evaluators and DON’T abuse page count allocations, limited 
or unlimited (Don’t add information not asked for in the proposal sections or 
provide it in a different format/sequence - follow RFP instructions) 

5. DON’T focus on draft response – respond to the final RFP (Usually there are 
changes between the draft and the final RFP – follow the final RFP instructions) 

6. DON’T blindly cut & paste (from draft response, company literature or 
previous proposals) – customize to agency requirement (Reused material 
and mischaracterization of the agency due to cut & paste can result in a lower 
evaluation scores) 

7. DON’T assume all evaluators will read the entire proposal or that the 
reputation of your company is enough to win (Often the proposal is broken up 
to be reviewed by several evaluators; make sure each section can stand alone; if 
needed sparingly use references between sections) 

8. DON’T assume that no access to the customer prior to RFP release means 
you cannot win (Often government workload and schedule constraints dictate 
short RFP periods, especially for smaller task, so if you have not had a chance to 
meet with the customer prior to release don’t assume the opportunity is not 
competitive) 

9. DON’T file frivolous protests (This is costly to government & industry and would 
only serve to limit willingness for the government to provide information in future 
communications) 

10. DON’T overuse assumptions (Evaluators must reconcile assumptions to price; 
overuse of assumptions can cause upward adjustments in price) 

 

3. Observations 
 The feedback was consistent and there is a strong alignment between the 

DOs lists & the DON’Ts lists  

 The major theme for the government is to provide access to as much 
information as possible and not to close the communications until actual RFP 
release 

 The major theme for the industry is to be a good partner to the government 
and to strictly follow the final RFP instructions 

4. Participants 
 

The following individuals participated as panelists or workshop leads. The views 
expressed in this document are the result of a collaborative process and should not be 
construed as reflecting the position of any individual or organization who participated in 
this workshop. 
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Government Panelists: 

 Robert Coen, Deputy Program Director, National Institutes of Health Information 
Technology Acquisition and Assessment Center 

 Debra Glass, Bureau Procurement Chief, Department of the Interior, National 
Business Center Acquisition Services Directorate. 

 William Thoreen, Associate Director, Department of Homeland Security, Office of 
Procurement Operations  

 Steve Viar, Director, General Services Administration FEDSIM 

Industry Panelists: 

 Carole Dunn, President, RedTeam Consulting 
 Naveen Krishnamurthy, Executive Vice President, K4 Solutions 
 Wayne Marr, Capture Manager, Computer Sciences Corporation  
 Mary Souther, Vice President, INDUS  

Moderators: 

 Esther Burgess, Senior Vice President/Deputy Chief Operating Officer, Vistronix  
 Ben Coit, Manager, Sapient Government Services 

Recorder: 
 Ruth Mullany, Associate Vice President Enterprise Systems, Catapult Technology 

Attendees: 

Approximately 80 individuals from government and industry participated in the event. A 
full list of participants is provided under a separate attachment.  

 
Prepared by: 
 

Authors 
Esther Burgess, Vistronix  
Ben Coit, Sapient Government Services 
 

Feedback and assistance with this document was provided by government and industry 
panelists and members of the Acquisition Management SIG community.  

 
 


